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Area Top Secret Conbrol OUificers.

SUBJLCT; Meoting of Ares Top Seerel Qowntrol COfficers.

1. There wre many problems velative to an efficient Top Secreh

conbrol system. To resolve thew, we need your cooperstions Tou -

hate

pres Top Seereh Comtrol (fficers on PFriday, 12 Sephember 19 —m;

Hoom

an opportusiiy Lo dlscuss with ws your idsas at a meeling of

in

225, ¥ Bolldiog at 2:00 p.m, Tt would be appreciuted if we were

%o have full atbendance at this meebing Lo take up problems such as:
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2, imstallabion of a wniform Top Secret contrel systen

throvghovt CIA by use of control cards {sample of card and
explonabion atbached as Anpex 1),

k. Cotral and numbering of documents in dralt. - Docusenis

should fall within the conbrol system immediately vpon assuming

readable form while In the deaft stage.

¢, Multiple CIA pumbering of documents qenﬁ divestly Lo
Arsas Dv sutzide agencies,

d, Muitipls CIA numbering of aclions on the sume decument,

ha@ hean recommended thak 2 conbrol numbef shonld he
assigned by the originating CIA Area and ail sctions baken
on the decunent by other Areab should bear bbe pame basic
copbrol nuzber,

o, Signature record and cover sheeb. -~ Ulsecussion of iis
affectivensss and suggesiions for refinement or Improvemesni.

i, deatructiocn of documents and waste, - Suggestions for
improvenent of destructlion sysbem.

g, Inventory of documents. - It 1s imperative that
instituke periodic invenboriss to ascount for &ll copies cf
Top Seureb documents. MNethods of initiating end carryi:
ot inventories will be discussed briefly.
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2. Plense make a careful study of the above items prior wo Lhe
meebling, JSuggestions ad/or questions should be presented at Lhe
mesting in writing in order that debailed study cun be accorded. ibe

meebing itself shouwld mowe rapldly in order thei all of the above ilems
cen be covered in one gession,
3. Our obvjecbives are Lo
8. Simplafy and standardize the conlrol system.
h. Tnsure its effectiveness and praciicebiluiy.
e, Apsist you in solving your conbrol provlems.
d. Obtsin an exchange of ideas on problems and improvecents.

These objectives cam be reached only with your full cooperation.

4, The Orgsnization and Mstnod He Office of Securiby

will send representatives Lo assist
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AMNEE 1. URIFORM TOF SECRET CONTROL SYSTIM.

Lo Ubjectives,

B g

3
E
54
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11, Semple Card -

Unfformity of operation in all Aveas of CGIA.

Control through cards to allow more flexibility in ivli«v
camplete rhcords with fewsr menual entries, tighter eontx
. Abolish loge and documenbt recelplbs. -

Centralize im Central Top Secret Copbrol a master record of
movement of 811 documents, and respensibility for signed

receiptes for documents m@vzng gcross Area boundardes.

. Simplificaticn of periedic inventories.
duplication of work in Arens aand Central Top Secret.

Eliminpte
Control.

To be printed in sets of five

marbon inberleaved,

=y

- Aetual Size
=T
LS

{5) with

umxi secnre file cabinets available upon order)

HCIA Gonbrold EQ»

Source
; Copy Nels)

Doc No Cy No » : Recd From

Doc Date ’ Date . e
Ho Pages Sent, 1o

é\tt el e ) ‘ iNate ) -
Subjecth: _ ' . .
Copy No | Roubine Signature Date and Time In' Pale asd Tiws Out

e wdnande

TR, S

ITi. Procedurs

Ao B&Sp&ﬁ&ﬂ of

TS douument %0 cther GI1A Area.

L

25

3.

3
g

5o

Pype omne seh of cards {5 canlgq) for each copy or set
docunsnt
File 1 copy of card by com
File 1 copy by source.,
Atbach 2 coples Lo document,
Hold 1
business on Thursday

Lrol number,

of esach weel,
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forwardsd o @Lhei GIA Arves f{or sub-stabion).

copy &0 zend to Central TS Centrol in bateh as

of copies of

of close of
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B« , Re olpb Qf DC.’*CU.FLQ!M: fmr\ Oﬁ;hev v
1. Sign A copy of controk card enter date ard t,ime'izm;
‘hold to send to Cenbral TS Control in bateh ao r;.:ut‘ muea

of buain s8 on ThurBday of each wesk.
2, Epber inbernal distribubion within Area for
on one copy of cavd; ghiain signaturs of

TJ] .

% reciplent

of each Wpy number o card, enter date and in and
in pencil the date and fime it should go ok by

3ad
conkrol mm&belr Mag the card for follow-up on hhe
apuw@pm\amm date in order to fagilitate movement on
rEitiple routiog and Lo insure meburn of the doenm onl Lo
the Area TSGO for rebention; destrustion, or dwmw‘h
Lo ancther sres; Tdeally, the document should reburn
To the Area TSCO hetween each internalvrautiﬂg A ihég
gﬂauwrvo, detes snd times mey be rocorced. I 3
m"m ticable, the Area TSCO can insbtiuch cagh veo "“au;ﬁl‘*}-
% give notificatioca by malaph@mﬁ when Lhe decunent is
Sdspatohed W the nexb ?outlng poxnm and note thia:
information on the card, , _ _
3. W a decument 15 dlspatchﬁd to aaol her Apen, Tollow
precsdure in A abovs and steple the conmtrol nunber
card in A on top of the internal routing card for iJﬁ&ﬂg;

h. I document 3s destroyed. stamp PDESTROYEDY acress the
: fage of the e@nwrol niggber ‘cerd, gign and dake. Ell
the conirol nueber card and send "sourge® aard o
Qamural T3 &mm&rol esach ihursdaj ‘
G. IS Deﬂumcnﬁ ?@uajVﬁﬂ irmn Outside Snurwa
L. Type one seb. of oards b@ @DWBP inbernal distribubion. L
. 2., Plle one copy by centyol numbem fwxuh 81gndtur@ of flra& o
0 reeiplent and date, 3 '
3. File ons sopy by qaurce”;
A Hold two qui@S of ‘card ta‘send to Gentral TS Camfmgl
, as . of slose of business on’ ThursdaJ of each week.,
5. The exira copy of the conbrol card dan avCOmpany

the decment through internal rout iug if desived, or
e used as the @uﬂp@nse ca ‘ o '

ﬂ Djapa Lol @i TS Dmcumemt to Outside AEBnCY. or Field
3. Typs ons set of eards. for eaci distribution 001nt
2: File' ) copy of eand by cont?oiwnnmber, ' :

0 3..File d eopy by sourse. ' R
,A,.}rapdra single ﬂcpy of do&um@n& rﬁ@eipt 1naica@ing b
- retuin dddressee ag GTSCOY " - M Building, and: “
‘:amMmch Lo dOLMmﬁnv (atampgw1uh this address may be o dered

hibe Shabion) o

nsnit ced ‘tLhrongh Ce trp;;Tﬁcg,

"J"hmmao’\ay ;
:rﬁuﬁp@nSQ ﬂnd follav up - on-doaument m@celp&




